
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 

1. Aaency Address 
Dspartment of Transportation 

Attention: Schedulin! 

FOR AGENCY USE 
hpplication Date 

FOR RECORDS MKAGEMENT USE 
Awlication Numba 

Jo. Checkone: 0 Change; 0 Supercede: U Void 
6. Records Series Title (followed by title used in office; if differentJ 

Ci ty/County Highway Project Files 

~ 

rpplication Number 

Division of Administration 
General Support Services - Room 2A 
No. 2 Capitol Square 

-- ~ ~4 2n2- 
Working T i e  Telephone Number 

Records Mgnagement Analyst - 656-6861 ' -- am 
TA- 

a. a Establish Retention Schedule; record will continue to accumulate. 
b. Dispose of present accumulation; no further accumulation anticipated. 
C. 0 Amend Application 

I. Dates of Series 
larliest Latest 
07-01-93 I ----- 

I 

i. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

The Division of Administration provides staff support to the Department i n  the areas of 
General Accounting: 
Procurement and Administration; Equipment Control; Purchasing; Cost Accounting; General 
Files; Records Management; Department Budget; Safety Risk Operations and Telecommunications; 
Inventory and Warehouse Control. 

Audits and Fiscal Procedures; Personnel and Training; Contracts 

General Support Services is responsible for Contract Procurement and Administration; 
Equipment Control; Purchasing; Cost Accounting; General Files; Records Management; 
Department Budget; Safety and Risk Operation; Telecomnunications; Heating and Aircondition-. 
ing; Warehouse and Map Sales. 

1 
1. Record Series Description 

Documntsrelating to: 

This file contains the following documents (include form numbers and titles, ifany): 
Attach samples of the file. 

Maintaining the Department's official records of highway projects for the 
construction of roads, bridges, airports and mass transit projects 
financed by state funds. 

, 
Included are: 
See attached listing o f  documents included in each project file. 1 

. 

'-. 

isarranwd:. Numerically by project number. 

c 6. Monthly Reference Rate 
One to six months old Da i 1 V : Seven to twelve months old Week1 y ; Thirteen to twenty-four months old Various: 
twelity-five months and older Seldom? 

9. Annual Rate of Accumulation of Records 
- Letter-size drawers 50 ; Legal-size drawers ; Shelves ; Other IapecifyJ 

R--50-71. Raw. 7 6  



'ES 

K 

-' years. 

GA Code 9-9-24 - A l l  ac t i ons  upon'promissory notes, d r a f t s  o r  o t h e r  simpie cont rac ts  i n  
' w r i t i n g  Shal l , .be brought w i th in  s i x  years a f t e r  the same become due and payable:-'- 

. . . . . . .  . . . .  .-  ~ 

f. Federal retention instructions '. i F,&if~& ';; - 
, .  .. , . . . . . . . .  . . . . . .  

Ahach'kopy or q x q q t  of laws 01 i&ationr. Explain,admini$rative need. ', 
I.; . .?<.~<,,. 

. ~. . . . . .  . .  . .  
.: 

. . . . . . .  . . . . .  , 4  . - ~~ ~ 

''1 - ~ 1 
)&ies be cut qff i t  the end of each: 

. . . . . .  . . .  thm . . I 0 Calendar Year; 0 Fiscal Year; Other - . . . .  
. .  

-- *1_1. - 
. .I .  -I- 

NO 10. Questionnaire (Place an "X" in the P row column) 
a. Is this the official copy of the series? 

b. Does the serier contain confidential information requiring securh hmdling? If yes, cite Im 01 ragulation! 

' 
f n  

. . .  : :. 

. . SI .tlotd in.t&.&rrent files area . month(s) vesr(s1; then 
0 Transfer'to local holding area; hold ' , . . year(s);then . 
0 Trdnsfer to , .  State Records Center; hold vear(s);then . 
p OeStrQY;.~''~ . . . . .  
o Tringir fo State Archim'for parmaiint rateniion. 
P o t ! i e r . , ' ~ ~ / i Y ~  . . > .  . 

i I .  , .  ',,. 

. . . . . . . . . . . . . . . . . . .  . . .  
. . .  

. . .  .. ...... *_... . -- . . . . . .  - 
r:, . .  . . . .  .. .I_ _._._ . . .  ~ . "  ..... 1 .!. j 

..;.. . . . .  ~. .__ .......... , ... 
General O f f i c e  - Cut. o f f  f i l e  a t  end o f .  ea'ch calendar year. 

I----.- D i s t r i c t  O f f i c e  - C u t . o f f  f i l e  a t  end o f  each calendar year  - t r a n s f e r  t o  ho ld ing  area.' Hold 

Transfer  t o  S ta te  Record . .  Center 
.'.! i r i  h o l d  s i x  years  - .i - then destroy.  . .  

s i x  years, then destroy.  
destroyed w i t h  dates. 

Send t o  RMO i n  General O f f i c e  - l i s t  o f  p r o j e c t s  
. . . . . . . . . . .  . . . . . . . . . . . . . . .  

. . .  
I ,  . .  1 ; - , .  . ill.. ~ 

..... .___ 5 

. .  

. . . .  , . -  

i.! : . , : X !  :,:: Ti,.!:.:,.,; 
These-i.n§&nktj.ons are : for  t he  p r o j e c t s  beginning 7-1-93. P r i o r  t o  7-1-93 must be kept  20.yr 

._. , 

. .  
lecommendations in para- 
vrph 12 are approved. 
?i direpproved, 8- letter 
d axplahation.)' ' .  

. . . . . . .  , .  , , , . I  ~ . .  , 
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Attachment 1 

Highway Pro jec t  F i l e s  w i t h  STATE FUNDS o n l y  , 

Included are: Local Assistance Road qrogram (LARP) 
Local Assistance Bridge Program (LAB) 
County Contracts (State-Aid Pro jec ts )  
Maintenance Pro jec ts  (SAM) 

These are  shor t  turn-around p r o j e c t s  f o r  
resurfacing, maintenance o r  rep lac ing  - -  c i d g e , s  o f f  
the  s t a t e  highway system and on the state-highway 
system, selected by a p r i o r i t y  submitted by the  
Local Governments t o  the  Department o f  
Transportat ion and chosen i n  a meeting' w i t h  the 
Commissioner and D i s t r i c t  Engineer i n  the respec t ive  
area, State Transportat ion Programming Engineer 
and & t J m d - ' O f B .  The Maintenance O f f i c e  i s  
present f o r  maintenance type pro jec ts .  The f i l e s  
conta in  (a) l e t t e r s  from the Local Governments; 
correspondence from the D i s t r i c t s  o r  o the r  
interdepartment u n i t s  regarding cos t  estimates, 
design in fo rmat ion  and/or r ight-of-way requirements. 

I tem lO(g): This in fo rmat ion  i s  a l so  used i n  "Black Books" 
used by the  Top Management i n  meetings w i t h  
i n d i v i d u a l s  from counties and c i t i e s .  The "Black 
Books" conta in  in fo rmat ion  on a l l  p r o j e c t s  and 
a c t i v i t i e s  o f  the Department i n  each county and/or 
c i t y  w i t h i n  a county. 

t/ 
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STATE OF GEORGIA 
RECORDS SERIES PROFILE 

RECORDS RETENTION SCHEDULE 
APPLICATION #I93041 3-01 

Sheet : 4 of 5 

Schedule Number: 93-0001 

Effective Date: 08123l94 

Agency Code: 0484 

Agency: Department of Transportation 

Creating Office: Administration Division 
General Support Services 

Series Title/Dates: City/County Highway Project Files, July I, 1993 - [ongoing] 

Access: Open 

Class: Individual 

Function 
Documented: State-funded, short, turnaround construction and maintenance projects to improve 

state and county roads and bridges, airports, and mass transit systems (O.C.G.A. 
$32-5-21, $32-9-2, $32-9-7). The Commissioner selects the projects for funding 
based on the priorities submitted by the local governments and on information 
and advice provided by the appropriate District Engineer, the State Transportation 
Programming Engineer! the State Aid Office, and, if a maintenance project, the 
Maintenance Office. 

Consists of: Correspondence and reports from local governments, district offices, the Local 
Assistance Road Program (LARP), the Local Assistance Bridge Program 
(LAB),County Contracts (State Aid Projects), Maintenance Projects (SAMA), and 
other Department of Transportation units regarding local priorities, design 
information, right-of-way requirements, and other information about the project. 

Related to but not a part of this series are "Black Books,'' which are compilations of 
summaly information used by department administrators as reference for 
department projects and activities in the office and field. "Black Books" are 
covered under Common Records Retention Schedule # l .  

Arrangement: Numerically by project number 

Indexed by: Computer index. 

Media: Paper 

continued on sheet 5 



STATE OF GEORGIA 
RECORDS SERIES PROFILE 

RECORDS RETENTION SCHEDULE 
APPLICATION #930413-01 

Sheet: 5of 5 

Schedule Number: 93-0001 

Effective Date: 08t23194 

Retention 
Requirement: 

Disposition 
Instructions: 

Statute of limitations for simple contracts: Six (6) years (O.C.G.A. $9-3-24). 

The following instructions apply only to project files created after June 30, 1993. 
See schedule #79-0089-A for retention instructions for files created prior to July 
1,1993. 

General 
Office File: Cut off at end of each calendar year. 

Transfer to State Records Center; hold six (6) years. 
Destroy. 

Cut off at end of each calendar year. 
Transfer to local holding area; hold six (6) years. 
Destroy, and then forward a l i t  of the project files destroyed, with 

destruction dates, to the Department Records Management 
Officer at the beginning of the calendar year. 

District 
Office File: 

The State Recorsd Committee has approved these disposition instructions for the 
records series described in this Records Retention Schedule Profile. 

Secretary of State Designee 

FORM: P R O F I L E ~ ~ . R E V ~ ~  


